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Travel Manager
System Upgrades

8.2 Web Highlights



shso TM 8.2 System Changes

-

End User Interface

» Minimal change to the end user interface.
Same look and feel of previous version

Login Page

* Newly designed Login screen

Document Summary Page

» Added “Top Page”, “Bottom of Page”
navigation

» Added editable Comments textbox

* Traveler’s organization will be displayed next
to Traveler’s name

» Updated Expense Summary to include
Payment Method

EXxpense Page

» Multiple expenses (up to 10) may be entered
before saving

» Payment method displayed

» Add expenses, Modify expense, Copy an
expense to another row, clear an expense
from a row, etc...




shso TM 8.2 System Changes

i

Document Toolbar

» Updated Document Toolbar (left side of
page)

» Other Authorizations link has been
added

e Comments link has been removed

Open Document Link

o Cursor displays Document Name, TA
number and Status Date

Review Documents link

* A number and a message on current status is
now displayed.

Ilcons

A set of new icons have been added to the
Quick Expense page: Copy, Clear, Expense
type etc..




BAS TM 8.2 Login Page

The Login Page has —
been upgraded. UserMame:I

CO Password:l—
Username and Password Document Preparation
SCI‘eenS al'e dISp|ayEd On Approve and Route Documents

Budgets

the right hand side of the

Uze Conditional on Acceptance

of Privacy Act Motice below
screen.

Copyright @ 1989-2004 Gelco

Information Network GSD, Inc. -/
** PRIVACY ACT NOTICE **

Gelco Travel Manager® 8.2

Gelco Travel Mlanager softwars starcs persanal information
Zubjact i <t of 1374 in sluctronic form, Accass
L .

-»WE'RE WITH YOU _
ALL THE WAY. o, e vorone dobe ercbo



-

BASO TM 8.2 Login Process

Launch Internet Explorer.

Enter in

the URL. The NASA HQ Travel (e “::::
Manger web page will be il '
displayed. I

Approve and Route Documents
Budgets

Click the Travel Manager Login
link. The Gelco Travel Manager _

. . Cuwngr_lt 1989.2004 Gelco
8.2 logon page will be displayed. e PRNACYACTROTICE

Geleo Trarel Miavager software stares perzonl infarmation
P

Enter your Travel Manager User Gelco Travel Manager® 8.2
Name and Password. (Contact
BASO 358-4367 for assistance).

~+WE'RE WITH YOU
ALL THE WAY.

Click the Document Preparation
link or press the Enter key on the

keyboard. (The Approve and Route
Documents and the Budgets links are
reserved for the Regional Finance
Office (RFO)).



http://travel.hq.nasa.gov/

Bg\si_? TM 8.2 Login Process

[Travel Manager:82

Document Preparation

. If documents are awaiting your
review, the message “You have

Setup Reports Logout Help

User:

documents waiting your review and ey

approval” will be displayed. ' N
Choose Review Documents from "
the Menu_ [ Copy Documents

[ Import Document

Microsoft Internet Explorer

Click the Ok button.

& You have documents waiting your review and appraval.Chaose 'Review Documents' fram the Menu,

Travel documents can be accessed
by using the links displayed on the

Document Toolbar.




a&?@ TM 8.2 Open Document Link @

When the cursor is
placed over the
document icon, the
Document Name, TA
Number, Status and
Date are displayed.

Setup Reports Logout Help Document Preparation

User:
AdminZ Certer?
Trawveler:

[» Create Mew Document
* Open Document

[ Review Documents

[> Delete Documents

[# Copy Documents

[ Import Document

[> Route & Review

Traveler Listing {Open Document)

Document Search {Open Document)

Quick Tip
Type one ar mare letters of the traveler's last

name and click Search. Then, click the
traveler's name to list all documents.

Enter Search Criteria

e
Document Type

Traveler List

Search Results
Mame

Travelers, Adam a2 001
Travelers, Alice =21 001
Travelers, Bardon =002

Travelers, Bernie s 002

r: Adam Travelers

horization 98-XK0G-300C  0G/30/05 CREATED
Authorization 95-#X06-18DC  06M&M5 DATS LINK

0= a0 O=0an CEENATEDN
Open Dncument 98 wna-1800C | TA Mum;93-CAS00012 |
[k akus Date:08/19/04

[ Loca 98-¥¥DE-06US  08MOGMS ADJUSTED *
“oucher

B voucher 98-XX06-18DC  06/8M05 DISBURSE

B voucher 98-¥¥0G-160C-1 DEAEMDS MGT APPROVED




B;\S? TM 8.2 Document Summary Page

Setup Reports

-

User:

Andy Traveler
Traveler:
ANDY TRAWVELER
Authorization: 98-AA08-
14AL (98-AA500001)

* Document Summary
= Traveler

= ftinerary

= Ticketed Tranz

= Expenszes

= LodgingMEIE

= Cther Authorizations
= Accounting

= Tatals

= Document Status

= Perform Pre-Audits

= Presvievy Documernt

= Cloze Document

Logout

Travel
Authorization
Humber

Travel Details ***-**-0001, ANDY TRAVELER, 98-AA

93-2.4500001

ment Preparation

Itinerary Details *“NASA MARSHALL SPACE FLIGHT CENTER,AL '08/11/04 - 08/14/04
Purpose Summit IFMP Conference

Description

Ticketed Trans
Details

=LY b e nse Summary

Lodging/ME&IE
Details

357.00

05M1/2004
05M1/2004

4.00
40100

AT SURCHARGE FEES
GAS FOR REMTAL CARMGOY

TRAWELER
TRAYELER

051172004 PARKIMG a0.00 TRAWELER
ff 08172004 REMTAL CAR 250,00 TRAYELER
Total: 344,00
337.50

Other <No Other Authorizations Details>

Authorizations
Details

Accounting Code
Details

Totals Details

Accounting Code Summary

Label [t
DOA020RXKE55F 24 10358.50
Total: 1 035.50

Estimated Cost

Acdvance Reguested

otals Summary .

1 03850
000




B;;? TM 8.2 Document Summary Page

F LA LIS LR

= Traweler

= finerary

= Ticketed Trans

= Expenses

= Lodging MEIE

= Cther Autharizations
= Accounting

= Tiotals

= Document Status

= Perform Pre-Audts
= Previesy Document

= Cloze Document

LodgingM&IE 337.50
Details
Other <No Other Authorizations Details>
Authorizations
Details

Accounting Code Summary
pesouning Code
Details | ngnpnmsssryos 1,038.50
Total: 1,038.50

LElNEE T o101 Symmary

Estimated Cost 103850
Advance Requested 0.oo

Enter Comments Voucher due 5 days after cowpletion of your trip.

Document Status (YR T a r 2IPIN to stamp this o

Document Status ADJUSTED  Awvaiting: CTR DIRECTCOR

woy

|| stamp Without Adjustment
Stamp and Route |




—p
——

Galeo e
Infarmatian Nefwork”

Setup Reports Logout Help Document Preparation

User:

AT Review Document
Traveler:

Quick Tip
[+ Create Mew Document % These are documents swaiting your action. Select your search criteria then zelect the document you want to review)

Cpen Document = E
b O Enter Search Criteria

" Review Documents
[» Delete Documerts

Document Type | Al

Search Results
[# Copy Documents

[ Import Document

Tyne - . ng Statuiz
[ Route & Review @ ALtharization 95-AA06-120A . 953-A4A200013 06 2102 SIGNED Traveler, Anthary APPROYVED
[l authorization 98-8404-150F 98-A,.4200014 041502 SIGMED Traveler, Anthony APPROYED
@ Authorization 93-4403-020H 98-A,0200006 030202 REIEMED Traveler, Anthony APPROYED
B Authorization 98-4401-064L 95-4,4200003 0140602 SIGNED Sample, Conditional APPROYED
B Local vaucher 98-4,401-29CHy 98-4,0200008 01/29/02 REWIEWED Traveler, Anthony MGT APPROVED
@ woucher 98-4403-020H 98-A,4200008 030202 SIGMED Traveler, Anthony MGT APPROVED

@ Woucher 95-2A01-064L 958-A4200009 010802 SIGMNED Sample, Conditional MGT APPROVED




Bg\si_? TM 8.2 Quick Expense Page

The use of the Quick Expense page
will be the primary expense entry
page when entering travel expenses.
The Quick Expense page will be
displayed when the Expense link is
selected from the Document Toolbar
or the Document Summary page.

Enter up to 10 expenses st once. Previously entered expenses can be edited (Pencil icon) or deleted (X icop). more

% Quick Tip For this Document you can:

'3 Use Advanced Expense Delete

Expenzes
Delete | Expenzes

Back | Continue |

Quick Expense Entry

The Expense page is divided into two | |EESSSTEEE=S

. 1 BEfozond B | =B | | Bl | | =

areas. The upper area, the Quick <2|m,m4 @ SIE | | o | | =

Expense Entry area, allows entry of > BBfoam  [E =18 T B | =

. 4 B@®[ozind B | =& | | Bl | | =

up to 10 expenses at one time. The s BB 8 | IE | = G ]

lower area, Current Expenses iy L LRy m— = ' -

. ! ! L T = & (E| | | B | | [B=]

displays expenses that have been s RBfzne 5l | - — E B =
saved to the travel document. \ Foretets: | Selsct | | DSt | "]

Expenses can be edited by clicking
the pencil icon in the Action column
or deleted by checking the checkbox
in the Delete column.

Zurrent Expenses

Pt bethiod

Total: 0.00




TM 8.2 Icons & Buttons Changes

Copy — copy expense from one row to the next row

Clear — clears expense from row that has not been saved

Calendar — popup calendar to view dates and days. Date can also be added as text directly into the field

Expense type — drop down list of available expenses

Cost Options — displays the expense cost options page

Look Up Rates — displays rates available for Privately Owned Vehicle (POV) selection

Foreign calculator — secondary page opens to allow conversion of foreign currency

N/A Save Expenses — Save expenses to document
Delete Expenses — delete expenses from document
Delete |
For Delete: Select All- places check mark in all saved expenses
Select All |

De-Select

For Delete: De-Select — removes check mark from selected expense (s)




-

B;\sb. TM 8.2 Expense Page

Add expenses

1. Click the Expense link on the Document
Toolbar or click the Continue button on the .
Ticketed Transportation page. The expenses Quick Expense Entry for 10-0CF10-20DC

Quick Tip For this Document you can:

pag e Wi I I be d iSp I ayEd . Enter up to 10 expenses at once. Previously entered expenses can be edited (Pencil icon) or deleted (X icon). more [>|_|se Aduanced Exbemes Delete
- - Expenses
2. Type in the Date field or access the Calendar. Dotte |Egunses

. _Back | | Continue
3. Inthe Expense Type column, click the down

Quick Expense Entry

(T o o oo
arrow and select the expense type. " BB @ B [ B | | =l
_ : BBfoan B [, s & I -
4. Enter the expense amount in the Cost column. Sww FEREOU L Fono ;: - : : =
. . . . 4 BB [10s20004 E B o
(Note: Click the foreign calculator icon in the : BUfozE e TEATION s ] el | =
Cost column to convert foreign currency to g |
For Delete: _ Seleet ) 1o rp 744 1m0 -
U.S. dollars).

5. Continue entering (up to 10) trip expenses in
the Quick Expense Entry area.

Total: 0.00

6. Click the Save Expenses button on the box in
the upper right corner.

7. Expenses applied to the travel document will
appear in the Current Expenses located in the
lower area of the page.

8. Repeat steps 1-6 to add additional expenses.




-

Modify expense

B;\sb. TM 8.2 Expense Page

1. In the Current expenses area, click
the Pencil icon next to the expense
to be changed. The Expense Entry
page will be displayed.

2. Type the change in the appropriate
field.

3. Click the Save Current Expense
button in the upper right corner.

4. Click the Expense link in the
Document Toolbar to return to the
Quick Expense Entry page.

Quick Expense Entry for 10-HAU10-25FL

Quick Tip For this Document you can:
Erter up to 10 expenses at once. Previously entered expenses can be edited (Pencil icon) or deleted
(¥ icon). more P use advanced Expense Delete

Save | Expenses
Delete |Expenses

Back | Continue I
Quick Expense Entry
n Expensze Type Distance Rate Cosl Through Date

1 BB = =E | Bl | | =
2 BB[wsn B | B E| | S| | ]
3 BB[wsm B | B E| | S| | ]
4 BB[wvsm BE | B E| | S| | ]
= (& Ao ng |lz=="] | == I I [Eh | =TI {[z==1])

For Delete:  Select All | De-Select I

Currency:U.=. Dollar

Current Expenses

Ciate

1002572004 GAS FOR RENTAL CARMGOY a0.00 TRAWELER

& i Jelete
‘{ ﬁ o 1042552004 REMTAL CAR 175.00 TRANVELER

Total: 225.00



B;\sb. TM 8.2 Expense Page

-

Copy an expense to another row

1. Enter the expense in the Quick Quick Expense Entry
EXpense Entry area.
H b T

ick the Copy Expense | icon 10#22#04 B [T BE B 350 E

located in the Date column to
copy the expense from one row 2 @@ TRE -E [l &

to the next row. (Remember to
adjust the date in the Date
column).

Clear an expense from a row

1. If the expense has been entered
in the Quick Expense Entry area
and has not been saved to the

Quick Expense Entry

document, click the Clear 1 [BE[v2n [ |LODGING TeX j A g IE
Expense icon located in the = =
Date colu% to remove the 2 @a‘“ﬂﬂm 2 | LODGING 143 J B0 i

expense from the row.




-

B;\sb. TM 8.2 Expense Page

Copy an expense to cover
multiple dates using the Through

M Quick Expense Entry
Date Optlon 3 e istance istance Rate Cos Thraugh Date
+ BB[1z204 B [LoDGING Tax =B | | Ek [a50 B [z E
. : BBz [E | =B | | E B | =
1. Enter the date in the Date column. Bl | B | B | g | -
2. Select the expense from the drop down L g - 2 -
list in the Expense Type column,
3. Enter the expense amount in the Cost
column.
For Delete:  Select All | DeSelect |

Currency:l.S. Dollar

4. Enter the end date through which the
expense should be copied. pense ncun ot s

i 10222004 LODGING TaxX 950 TRA&VELER

5. Continue addlng expenses if desired & [ 1oo3mond LODGING TaAX a.50 TRAVELER

on the QUiCk Expense Entry area. 7 T 102472004 LODGING TAX 950 TRAVELER

7 I 10252004 LODGING T .50 TRA&VELER

6. When all expenses have been entered, 4 [0 10282008 LODOMG Tax 250 TRAVELER

. . 7 I 10272004 LODGING T g.50 TRA&VELER

click the Save Expenses button in the 7 O 10282004 LODGING TaX 550 TRAVELER

area located in the upper right corner. J [ 10m9m004  LODGING Tax 350 TRAVELER
Total: 76.00

7. Expenses will be saved for each day as
indicated in the Through Date column
in the Quick Expense Entry area.




B;\sb. TM 8.2 Expense Page

-

Change Cost Options to reflect a
different payment method

Quick Expense Entry

n pEnse Type E Cogl Thraugh Date

1. On the Quick Expense Entry page select the | By @ | | B | g | &
expense type from the drop down list in the : Bl[vaw @ | | B | B | il
Expense Type column.

2. Click the Cost Options E icon in the Expense
Type column. The Expense Cost Options page
will be displayed.

3. Select the payment method from the Pmt J e e =X
Method drop down list in the Cost Options box. | Expense Cost Options for 10-OCF10-22DC (10/22/04)

The payment methods include Traveler, | D e st s s, e T
Centralbilled Chargecard, In-Kind and . o

GOVCC. (GOVCC is not an option currently
used by the Agency.)

Cost Options
Reimbursable
[ Taxable

Comments

Expense l—
DEScriDﬁDn@ POV

Etpense
Category

Pmt
Method LI TAVELER =l

‘fendor

MILEAGE

4. Click the Use Cost Option Updates button in
the upper right corner. The Expense Costs .
Option page will be closed and return to the I
Quick Entry page.

5. Enter the expense amount in the Cost column in d
the Quick Expense Entry area.

6. Continue adding expenses.




B;\Sb

Change Cost Options to reflect a
different payment method (continued)

7. When all expenses have been entered,
click the Save Expenses button in the
upper right corner. (Note: The
payment method will be indicated in
the Pmt Method column in the Current
Expenses area.

TM 8.2 Expense Page

For Delete:

Select All | De-Select

Current Expenses

-

7
7

-
-

1002202004 AIRPORT TAX

1002202004 TAX]

Currency: 5. Dollar

Arnavint Ans o iethod

13.00 TRAWELER
CENTRALBILLED
30.00 CHARGECARD

Total: 45.00



B;\sb. TM 8.2 Expense Page

-

Select All | De-Select |

Delete an expense or Delete all ForDelete: N
eXpenseS Current Expenses

e A mourt .;:_ Pmit hlet hiod

] ﬁ? |7 102212004 LODGING TAx .50 TRANVELER
1. In the Delete column in the Current 7 [T 10230004 LODGING TAX 9.50 TRAVELER
Expenses area, check the expense(s) to f [ 102472004 LODGING TAX 250 TRAVELER
be deleted or click the Select All button 4 W [IEER rETOT il RES:
in the For Delete area to delete all 4 [ fomemmnd  LODGG Tak - TRAVELER
ﬂ? o 1062772004 LODGING TAX 9.50 TRAVELER
travel expenses.
(f r 1002872004 LODGNG TAX 9.50 TRAVELER
2. CIiCk the Delete Expenses button ﬁ? |- 102952004 LODGING TAx 950 TRANELER
located in the upper right corner. .\A fotak 78
3. The warning message “Are you sure For oot RN I Correnepty= Dot
you want to delete the selected Current Expenses
record(s)” will be displayed. e
i 5? / I~ 1002252004 LODGING TAX 9.50 TRANELER
4. Click the OK to delete or the Cancel 7 M 10232004 LODGING Tax a0 TRAVELER
button to Cancel ﬁ? I~ 102452004 LODGING TAK 9.50 TRAYELER
) f,? < i~ 10425/2004 LODGING TAX 950 TRAWELER:
fﬁ I 1042642004 LODGING TAX .50 TRAWELER
5? I~ 100272004 LODGING TAX 9.50 TRANELER
{? I~ 102852004 LODGING TAK 9.50 TRAYELER
ﬁ? = v 1042952004 LODGING TAX 9.50 TRAYELER

Total: 76.00



BASO TM 8.2 Document Toolbar

A

iy -
- R A {Iravel Manager; 82

Setup Reports Logout Hel " Document Preparation
User: Other Authorizations for 98-AA08-14AL
Ancly Traveler = T
Traveler: Quick Tip For this Document you can:
AMDY TRAVELER Select an Cther Authorization from the Master List below to add to the Authorization. more

[> Authorization: 98-AA08-

14AL Back | Continue

Master List of Other Autho
15T CLASSBUSINESS **

= Document Summary

* Traveler Actual LodgingMEIE *

» tinerary ARCRAFT. CONTRACTOR ChyMED **

« Ticketed Trans AIRCRAFT. SEE REMARKS **

« Expenses CONF LODGING ALLOVANCE - MASS SPONSORED

Oth e r Auth O ri Zati O n S « Lodiging MAIE Conference Allowance - Mon MASA

'Ulher Abthorizations FOREIGH TRAVWEL AUTHORIZED

: IMATATIONAL TRAYWEL **
are n OW 0 n the o % LABOR MAMAGEMENMT MEETING

U] LOA COSTALOA MO COST #
D ocume nt TO 0 I bal‘ * Document Status PERMISSIVE TRANVEL

= Perform Pre-Audits PRE-EMPL O MENT INTERYIEWY

= Previesy Document FROGRAMMATIC TRAVEL **

« Close Documert RUSSIAN TRAVEL AUTHORIZED

SPONSORED IM-KIND TRAWEL **
SPONSORED REIMBURSABLE TRAVEL **

Other Authorizations on Current Authorization




BQ@ Additional Help

For additional support and assistance, please contact the BASO
where a staff member Is waliting to assist you.

202-358-IFMP (4367)

NASA HQO Room-4R49

Ifmtravel@hg.nasa.gov
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